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Introduction

thIs Is a fIeld guIde to admInIsterIng an academIc 
library. It consists of: 

▪▪ topics that matter, 
▪▪ management advice and research, 
▪▪ practical applications, and 
▪▪ citations for further reading. 

It is an overview for busy leaders “in the field” who realistically don’t have 
much time to read, think, and talk about their work. Reading in more depth 
can occur another time, when not “in the field” doing daily administration of 
a library.

Are there lessons from experience, research, and professional standards 
which will help in the administration of an academic library? There are, and 
they are found in a wide variety of books, journal articles, websites, blogs, and 
conversations with experienced administrators. This volume brings together 
some of these resources.

The topics are grouped in three sections. The first is about the academic 
library Director’s role in positioning the library as a core part of the institution’s 
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educational effort. The next section is about managing staff effectively. When 
the tasks in these sections are done well, then there is a higher chance of suc-
cess with the tasks in the third section, providing effective library services.

Advice and research on administration needs to be interpreted and eval-
uated for their usefulness in a specific library and in its college or university. 
That takes: 

▪▪ Judgment (“In what ways is this advice relevant to this place and 
time?”). 
▪▪ Political awareness (“What is the political cost of a decision?”).
▪▪ Institutional knowledge (“What do the institution’s policies and 

procedures say about this topic?”). 

Developing judgment, political awareness, and institutional knowledge 
takes time and appropriate information. This volume is designed to help with 
that process.

Audience

This book is for academic library administrators:

▪▪ at any level of experience, 
▪▪ at any level of administration,
▪▪ in a community college, college, or university of any size,
▪▪ where research and publication are either valued, or not 

emphasized, and 
▪▪ in a public or private college or university. 

The key variables which separate academic libraries into significantly dif-
ferent variations are the:

▪▪ size of staff, 
▪▪ relative importance of research, and 
▪▪ amount of money available to the library. 

These variables have significant implications for daily practice. Small-staff 
libraries are very different places from university research libraries. Never-
theless, this field guide has advice and readings of use to administrators who 
work in such a wide variety of situations. 

This field guide should especially help a new administrator make deci-
sions, decide when to act, and determine what to defer. An academic library 
administrator is “new” for the first two or three years in that position. Some 
aspects of the job take several years to learn or influence: for example, the 
budget cycle. Additionally, there is so much to learn and do in the first year 

www.alastore.ala.org



introduction / xiii 

that there is a tendency to become overwhelmed, or overwhelm some of the 
staff. A new administrator might refer to this field guide on numerous occa-
sions, but need not feel compelled to deal with all topics in it.

After some years of experience, a library administrator may want to 
rethink some basic assumptions and approaches used in the library. For 
example:

▪▪ Librarian turnover may provide chances to hire for very different 
roles. 
▪▪ The campus political context may change with new leadership. 
▪▪ New technology may alter space, budget, or personnel needs. 
▪▪ Student learning preferences and faculty assignments could alter 

the role of the library in learning outcomes. 

A veteran administrator might reconsider some aspects of library opera-
tion and use this field guide differently than a new administrator. 

An administrative field guide is also useful for a library Director’s super-
visor, both as an overview of the Director’s responsibilities and as an aid in 
guiding conversations. A college or university spends a considerable amount 
of money on its library. Top administrators want to know how and how well 
that investment fits into the school’s overall teaching, learning, and research 
agendas. The Director needs to be part of the academic leadership team and 
demonstrate how the library is part of these agendas. This field guide can help 
the Director and supervisor talk about how the library is part of the institu-
tion’s academic life. 

This field guide would be useful as an external “voice” in an ongoing con-
versation between a Director and supervisor. If a Director has a coach/mentor 
then this field guide would help in that process. A library management class 
might also use parts or all of it.

definitions

Within the community college, college, and university sectors there are multi-
ple terms used to describe similar positions. For consistency and simplicity, I 
have chosen to standardize terms. The word I use may be different from that 
used on your campus. 

Administrator

The terms administrator, manager, and leader are all used in this book. The 
term “administrator” refers to those people in a library whose job duties 
include both managing and leading. They could be the Dean, Associate Dean, 
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University Librarian, Director, Associate Director, or department head. When 
any administrator acts as a manager, the person is accountable for the condi-
tions under which others work and the quality of their work. When an admin-
istrator provides leadership, that person asks if a task, service, or person is 
necessary, leads an evaluation, and then uses his or her influence to make a 
change. 

director

The administrator who leads an academic library might have the title of Dean, 
University Librarian, Director, or even another term. I use the term “Direc-
tor” to cover any title that refers to the administrator who leads an academic 
library, including those in small-staff libraries who simultaneously do librar-
ian and administrative work.

Provost

The person the Director reports to is commonly the top administrator with 
responsibility for academic affairs, or someone close to that level. The title of 
that person might be Provost, Vice President, Dean, or some variation. I use 
the term “Provost” to refer to the person who is the supervisor of the library 
Director. 

Academic Library

I use the term “academic library” to refer to a library or library system in an insti-
tution of higher education. That institution of any size could be a community 
college, college, or university, public or private. The library consists of a physical 
building (or buildings) and a virtual presence organized through its website. 

Library staff

The term “library staff” refers to all who work in a library who are not admin-
istrators. Some will be professional librarians. Librarians often have faculty 
status. Other staff perform non-librarian roles and may be unionized. I use 
the term “library staff” to refer to all except administrators and student 
employees.

orgAnizAtion of this fieLd guide

This book is organized into thirty topical chapters. The chapters need not be 
read sequentially, nor does the book need to be read cover to cover. Rather, as 
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a field guide, an individual chapter is best read when there is a need for infor-
mation on that topic. 

The chapters are grouped into three sections, representing three areas 
within which academic library administrators have the responsibility for mak-
ing decisions. The premise is sequential. First, the Director must be politi-
cally effective among other campus administrators. Second, the Director (and 
other library administrators) must be competent managers of library staff. If 
successful in those two areas, then the library administrators are more likely 
to manage the operational side of the library at an effective level.

Part I 
Being PoLiticALLy effective

The operation of an academic library is nested within the overall administra-
tion of the college or university. The supervisor of the library Director is usu-
ally an academic leader (e.g., Provost) who has influence over the library in 
terms of budget, hiring, space, and strategic direction. The library Director 
is one of many other administrators (e.g., Deans and Vice Presidents) who 
compete for money, space, personnel, and status for the colleges, schools, 
or departments they lead. The Provost tries to balance competing needs, all 
within the institution’s goals and budget. The library Director must under-
stand the organizational chart and how decisions are made, resources allo-
cated, and services evaluated. The Director must learn to be a politically 
effec tive advocate for the library. That requires being a member of the campus 
leadership team. Thinking and acting politically mean understanding formal 
and informal influence relative to other administrators and units of the insti-
tution, making and using personal connections, and factoring in the longer- 
term consequences of decisions. 

Part II 
MAnAging And LeAding stAff

Managing and leading staff is the hardest part of a library administrator’s job. 
It can cause the most anxiety, but also provide considerable satisfaction during 
those times when things go well. The variables that make up the culture and 
effectiveness of a staff are always moving and aren’t always self-evident. A 
good administrator sets the conditions for hiring, professional development, 
evaluation, and decision-making. Administrators need to know the recent 
work history of staff, the history of the library within the institution, and 
stay informed about the work all library staff are doing. How a library Director 
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begins and ends a tenure has much to do with the level of success for that 
person, and for the library. 

Part III 
suPervising oPerAtions

Skillful library administrators manage the routine operations of a library so 
well that few people even notice. Uneventful daily operation is the goal. This 
occurs when:

▪▪ procedures are clear, 
▪▪ budget is adequate to provide content and services close to what 

users want, and 
▪▪ building and technical infrastructure work as they were designed.

However, when the quality is below expectations, or some operation 
breaks down (and there is no “Plan B” ready to go), then assertive complaints 
will likely be aimed at the Director. 

orgAnizAtion within eAch chAPter

The format of this field guide consists of thirty chapters, each discussing a 
topic that is part of an administrator’s responsibilities. Each of the chapters 
is divided into four sections. The sections are organized in descending order, 
from the conceptual to the application. Each topic begins with a conceptual 
Assertion. Following, the Commentary paragraphs provide perspective and 
general advice. The Application section has examples of “good practices.” The 
Reading section contains citations to research and advice.

Assertion

Each chapter is introduced with an Assertion, which is a conceptual statement 
about the topic from the administrator’s perspective. Is this valid for a library 
in the context of its educational institution? The Assertion drives the content 
in the Commentary, Application, and Reading sections. Hence, the validity of 
the Assertion may well influence decision making on that topic. 

commentary

The Commentary section gives observations about the conceptual Assertion 
statement. These paragraphs are reminders of what to consider when thinking 
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about this topic. If these Commentary paragraphs are not useful for a specific 
context, then they may serve the purpose of helping an administrator reflect 
more accurately on what is useful for the institution. 

Application

The Application section gives examples of “good practices.” The administrator 
needs to evaluate which of these may be useful in this library, institution, and 
time. All of these examples may not be relevant. Instead, they may serve as 
reminders of what to pay attention to, and what to alter so that it works in a 
specific context. 

reading

The Reading section provides references to books, articles, websites, and blogs 
that may be useful for further reading on the chapter’s topic. Grouped first 
are references with links to standards and guidelines. Following are citations 
to advice and research-based material. Depending on the size and type of aca-
demic library, some of the readings cited may be less about administration and 
more about that topic, and hence too specific for some readers. In a library 
with a larger staff, someone else will know specific material about that topic, 
and the Director will only need to know at a conceptual level. Or, in a small-
staff library, the Director may need more of a working knowledge of many top-
ics in order to make decisions, even collaborative decisions. The works cited 
are mostly from an administrative perspective, but there are also works cited 
from a librarian’s perspective that get fairly specific. 

suMMAry

This is a field guide for those who administer academic libraries. It is designed 
to give such people a reminder about what topics are important and how to 
think about those topics, and provide readers with some examples of good 
practices, as well as citations to advice and research. The intent is to help 
an administrator make and implement better decisions than without this 
guidance. 
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An academic library Director must be part 
of the campus administrative team, and be 
politically effective on behalf of the library. 
This is where the Director’s work starts. 
If the Director is not politically effec tive, 
then the chances of competently managing 
and leading staff (Part II) and operations 
(Part III) are compromised. 

Part I

Being Politically Effective
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Assertion

The academic library Director establishes a process that keeps the library’s 
mission, goals, and strategic plan aligned with the college or university’s edu-
cational program.

coMMentAry

Mission statement 

A successful academic library program begins with a succinct mission state-
ment that is closely aligned with the academic part of the college or university’s 
mission statement. The library statement might use some of the institution’s 
same words. The statement needs to say that the library exists because it is 
a necessary, basic, core, or fundamental part of the institution’s educational 
mission. It does not need to say much more. A useful mission statement is 
short, and has a few words or phrases which most people can remember. 

1
Rationale

Mission, goals, and Strategic Plan 
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A library mission statement which is not closely derived from the edu-
cational emphasis in the institution’s mission statement, or which wanders 
with additional purposes, invites a perception that the library is supplemental 
rather than a core part of the school’s academic purposes. Top administrators 
spent time writing and vetting the institution’s mission statement, and these 
words influence decisions ranging from budget and facilities to accreditation. 
If the President, Provost, and Vice Presidents cannot see their educational 
words reflected in the library’s mission statement, then it is easier for them 
to perceive the library as supplemental and take the library for granted. When 
the library’s mission statement contains words that are the same as the insti-
tution’s words about its educational mission, then the library has a better 
chance of being a necessary part of the institution’s teaching, learning, and 
research agendas. 

Library goals

Just as the library mission statement must be derived from the college or 
university’s mission statement, the library goals must also be derived from 
the institution’s academic goals. Top administrators need to see alignment 
between the library and the institutional academic goals. Using some of the 
same words is helpful.

strategic Plan

A library strategic plan is derived from its mission statement and goals, which 
is another reason why those words matter. A strategic plan needs to be renewed 
every several years, on a schedule. The strategic plan defines the priorities of 
library staff, and shows campus administrators (and accreditors) how and 
when the library is implementing parts of the institutional strategic plan. 

It is easy for the terms in a library strategic plan to be too library-centric. 
The library Director and staff need to write a plan for the library that refer-
ences how teaching, learning, research, and funding are done (and might be 
changing) in the institution. Ideally the financial resources follow the right 
vision and its derived plan. Library administrators need to be part of the 
campus “brain trust,” to help push the institution beyond where it has been 
educationally. Library staff and administrators have a campus-wide view of 
teaching, learning, and research and have valuable insights to share. One pur-
pose of an effective library strategic plan is to inform the campus community 
about the roles the library does and can play, timelines, and the cost and ben-
efits of those emerging roles. 
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APPLicAtion

writing the Mission statement

Writing the mission statement is a process shared by as many library staff 
as possible. It is wise to set aside time to work on this in a staff retreat, such 
as prior to the start of the academic year. Provide readings on what a mis-
sion statement should be, and that also show examples of mission statements 
well-aligned between an institution and its library. Invite a facilitator to lead 
the staff through the process of writing a mission statement (and goals and 
a strategic plan). Ask an academic administrator to talk to the staff about the 
current institutional mission statement and academic goals.

One way to start the process of writing a library mission statement is to 
look at the words of the college or university mission statement. Identify how 
many of these words can be used to answer the question of why this institu-
tion has a library program. Do the same with the statements for accreditation 
(e.g., core themes, goals, or standards) and use those words where feasible. 
Start with what is already written, identify key words and phrases, and try to 
incorporate those into a very short library mission statement. 

writing the goal statements

Writing goals is a process best combined with writing a mission statement 
and strategic plan. Inviting an academic administrator to talk with the staff 
about the institution’s academic direction will improve the library goals. It 
also “says” to the administrator that the library staff are trying to align its 
resources and work with the academic direction of the institution. Look at 
the college or university goals, follow that format, and use the same words 
and phrases as much as possible. Make a chart with columns listing the insti-
tutional and library goals. Make it obvious that library efforts align with the 
institution’s academic intent. 

writing the strategic Plan

Writing the strategic plan should also be part of a staff effort to write the 
mission statement and goals. This is the document that outlines what library 
staff and administrators agree to do during the several years of this strategic 
plan. Administrators are responsible for the use of staff time, and the plan 
is that guide. Both administrators and staff should understand that things 
change, and that realistically some items in the plan will need to be modified 
or dropped during the plan’s timeframe. 
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using graphics

A good mission statement consists of one or two simple sentences. Out of 
those words there might be three or four words that capture the essence of 
the statement, and that people might actually remember and use. A few words 
in a graphic representation can be a useful shorthand version of a mission 
statement. 

displaying the Mission statement

Print, frame, and display multiple copies of the library mission statement 
and put these in predictable as well as surprising places around the library. 
This is especially useful if the mission statement can be summarized in a few 
words, and portrayed graphically in a way that people can remember. A framed 
graphic can go on walls in library work areas and in a few public areas. Adver-
tise these words on the library website, the signature line of library staff on 
e-mails, on coffee cups for the library staff, or on advertising you give away 
(e.g., pencils or plastic book bags). By using several key words from your mis-
sion statement, you are saying over and over that this library is a foundational 
(not supplemental) part of what this institution does, and that the campus 
community should pay attention. 

invoking the unofficial Mission Phrase

There is the written, vetted, published library mission statement, and then 
there is the unofficial “mission phrase” in the Director’s head. This is the driv-
ing phrase that gives urgency to an administrator’s work, but probably should 
be kept private. Think of a library that has better indicators, but which your 
library may be able to equal or surpass. With some self-deprecating humor, 
tell yourself that the “real” mission statement is “Beat [name of school].” By 
aspiring to surpass another library on some pre-determined benchmarks, you 
have another way to chart your yearly progress. Invoking the name of an aspi-
rational library can keep you focused on a few indicators. 

reAding
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charges for library use, 134–135
checklists

co-teaching, 39
library procedures, 86

Chronicle of Higher Education, 29
citizenship of United States, 72
closures, emergency, 43. See also safety and 

security
co-teaching, 9, 39, 137–144
coaching by peers, 83. See also mentoring
cold and flu germs, 112
collaboration, 58
Collection Management document, 155, 

158, 159
collections, 44, 154–164
commentary section of text, xvii
committees

curricular and policy, 28
decision-making, 94
organizational structure, 21
search, 19, 66, 69–70

communication, 32, 35, 37, 97–103
dotted-line connections, 23
email, 37, 98–99, 100
meetings, 19, 23–24. See also 

update meetings
new library administrators, 52
and organizational structure,  

21, 22
and political effectiveness, xv, 16
scholarly, 177, 182
of work skills, 82 

comparative statistics, 189–190, 191. See 
also data collection

compensation/salary, 68, 71
competencies, core, 77
compromise, Directors, 17–18
computers, 34, 171–172, 173. See also 

software; technology
confidentiality, 72
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consortia, 132, 154–155, 156, 157
consultancy, external, 116
contexts, local, 26–30, 49–50
contracts, campus, 33, 34
copyright, 181–185
core competencies, 77
core library roles, xi–xii, 8–14
costs. See also budgets

collections, 155
journals, 177
library buildings, 148
professional development,  

83–84 
course management software, 141
Creative Commons (CC) licenses, 183
credit, sharing, 107
critical thinking, teaching, 9
cross-training, 83
culture, campus, 17
curricular and policy committees, 28
curriculum maps, 159–160
curriculum on the wall, 141
curriculum teaching roles, librarians, 138, 

140–141
curriculum vitae, 71
customer service skills, 82

D
damage, water/fire, 42
data collection

co-teaching, 142
collections, 156
library performance, 186–192
website/social media use, 166, 167

data curation, 177
data, institutional, 29
Deans, xiv, 13, 22. See also Directors
decision-making, 92–96

communication, 99
inherited norms, 52, 92–93, 107
making changes, 117
technology, 174

definitions, xiii–xiv
academic ceiling, 31–32

departmental-level Collection Management 
documents, 159

departmental reviews, 12–13
dependencies/interdependencies, library, 

32–33
Directors, xiii

accountability, 56–57, 65–66
annual reviews, 90
awareness of trends, 24, 29
budgets, 129–130
compromise, 17–18
daily reading, 29 
data collection, 186–187
definitions, xiv
donations of money, 132–133
endings/transitions, 121–125
errors of judgment, 118–120
health and well-being, 111
humility, 107
inherited working practices, 92
leadership roles, 19
library buildings, 147
library roles, 9–10
need to know, 58–59
new staff, 51, 66
office space, 53
political allegiances/

influence, 15–16, 17
professional development, 80
rank/privileges, 10–11
role, influence of variables, 57
support for institution, 18
website/social media, 166
workplace tone, 104–105, 106

discarded stock, 147, 156, 160,  
161–162 

discretion, 60
displays, library, 149
displays, mission statements, 6 
disposal of unwanted items, 162. See also 

discarded stock
dissertations, student, 142
distance learning, 141
diversity, job applicants, 70
donations of money, 132–133
dotted-line connections, 23
dotted-line meetings, 24
drinks in the library, 147
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E
early adopters of technology, 171
eating in the library, 147
educational role of library, xi–xii, 8–14. See 

also teaching students
educational trends. See trends in higher 

education
electronic infrastructure, 44, 171
e-mail communication, 37, 98–99, 100
embedded librarianship, 39, 138, 139, 140, 

141
emergencies, 43, 57, 149–150. See also 

safety and security
encouragement of staff, 104–105
endings/transitions, 121–125
enterprise software, 172
entrances, library buildings, 150
entrepreneurial activities/attitudes,  

60, 61
equipment, 32, 33, 172–173. See also 

technology
errors of judgment, 118–120
ethnographic research, 28, 190
evaluation, library performance. See 

assessment
events, unexpected, 41–45
exhibitions, 149
expectations, staff, 56
experience, lessons from, xi

F
Facilities department, 146–147, 148
faculty, 10, 36–40, 160
fiction, popular, 160
finishing strong, 124
fire damage, building contents, 42
first impressions

library buildings, 150
new library administrators, 51–52

flu germs, 112
focus groups, student advisors,  

148–149
food in the library, 147
freedom, intellectual, 158
furniture, library, 150, 151

G
gatekeepers, library, 36
germs, hygiene, 112
getting to know people, new library 

administrators, 50–51
gift cards, for student advisors, 149
gifts to library, 133, 160
goals/goal statements, 4, 5
graffiti, 28, 146, 150, 151
grants, 133
graphic representations, 6, 12
green library buildings, 146, 148
groups, teaching, 137–138
guest passes, 134
guidelines. See standards/guidelines

H
health and well-being, 110–113
higher educational trends. See trends in 

higher education
hiring new staff, 65–74
historian perspectives. See norms
home page, library website, 167
home working, 69
hours of operation, 28
how to work, 78, 79, 80, 82, 174
Human Resources department, 67, 71, 72, 

82
humidity, collection preservation, 44
humility, Directors, 107
hygiene, 112

I
ID cards, 134
image. See perceptions of library
improvements, performance, 105
inclusiveness, 16
inflation, 132
information about the library, 178
information ethics, 183
information literacy, 9, 21, 28, 57

teaching roles, librarians, 140–141,  
142

information needs, Directors, 58–59
information, open access to, 176–180, 182 
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Information Technology department, 9, 
170–172, 174

electronic infrastructure, 44
equipment and services to 

the library, 32, 34
intellectual property, 182
organizational structures, 23

inherited norms. See norms
in-house style guides

communication, 37, 97–98 
website/social media use, 167, 168

inquiry-based learning, 9
institutional data, 29 
institutional home page, website, 167
institutional knowledge, xii
Institutional Repositories, 158
integration of the library, 9, 39. See also 

embedded librarianship
intellectual freedom, 158
intellectual property, 181–185
inter-library loans, 156
internal committees, decision-making, 94 
interviews, new staff, 70–71
introductions, new staff, 51–53, 60–61, 72

J
job applicants, 69–70. See also hiring new 

staff
job descriptions, 67–68
journals, xi

costs, 177
professional development, 81
withdrawal from stock, 161

judgment, staff, xii, 118–120

L
lame ducks, 124
leadership roles, 19. See also administrators; 

Directors; management
Leadership in Energy and Environmental 

Design (LEED) standards, 146
learning commons, 22, 146
learning, inquiry-based, 9
learning new roles, staff, 51–52
learning outcomes, role of library, xiii, 9, 38

leaving the job, 121–125
lessons from experience/research, xi. See 

also research literature; standards/
guidelines

liaison model, 10, 37, 59, 190
library buildings. See buildings
library instruction, performance standards, 

191
library needs, work priorities, 75–77
library payments, campus cards, 34–35
library performance assessment. See 

assessment
library procedures, 51, 177–178. See also 

checklists
library roles, 59. See also teaching students

core, xi–xii, 8–14
integrating, 9, 39. See also embedded 

librarianship
learning outcomes, xiii, 9, 38

library staff. See administrators; Directors; 
staff; supervisors

library website, 165–169, 178, 182
licensing fees, 130
literature. See research literature
local contexts. See contexts, local

M
maintenance, library buildings, 147, 151
management, xii, xv–xvi, 47. See 

also administrators; project 
management; supervising 
operations

accountability, 88–91
communication, 97–103
decision-making, 92–96
endings/transitions, 121–125
errors of judgment, 118–120
hiring new staff, 65–74
making changes, 114–117
nature of the job, 55–64 
new library administrators, 49–54
professional development, 78–87
tone of the workplace, 104–109
work priorities, 75–77

marketing, 6, 99–100, 101–102 
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meetings, 18–19. See also update meetings
communication, 99, 100
decision-making, 94–95
dotted-line, 24
introductory, 51–53, 60–61, 72
scheduling, 61–62

mentors, xiii, 17, 52, 83
mission phrases, 6. See also taglines
mission statements, 3–7, 52, 88
mistakes, 118–120
mobile devices, 166
modeling copyright compliance, 183
morale, 105, 106

N
National Center for Educational  

Statistics, 57
need-to-know, 58–59, 187
negative first impressions, 52
neighborhood of the institution, 27. See 

also contexts, local
network infrastructures, 171
networking, professional, 84
new staff

Directors, 122–123
faculty staff, 38, 39
hiring, 65–74
library administrators, xii–xiii, 49–54, 

60–61
orientation, 82–83

noise in the library, 151
norms, 106–107. See also in-house style 

guide
campus culture, 17
contexts, library, 49–50, 51, 52 
decision-making, 52, 59, 92–93, 107
how to work, 79
nature of the job, 59 
resolving issues, 108
writing, 37

O
office space, 53, 69. See also space 

utilization
online journals, 81
open access to information, 176–180, 182 

opening hours, 28
operating systems, technology, 171–172
operations side of the institution, 23
organizational charts, library/campus, 

21–25, 59, 131
orientation, new employees, 82–83
outstanding librarians, 89
overview of procedures. See library policies 

and procedures

P
pacing, new library administrators, 51–52
part-time faculty, 38
participation, political influence, 16
passive attitudes, 107
pedagogy, 9, 22, 138, 140. See also teaching 

students
peer coaching, 83. See also mentoring
perceptions of library

faculty, 37
leadership roles, 19
library roles, 8–14 
new library administrators, 

49–50, 51–52
organizational structure, 22
political awareness, 60
safety and security, 43
staff, 106

performance assessment. See assessment
performance improvements, 105
performance reviews, 89
performance standards, 188–189, 190
personnel problems, 67. See also hiring new 

staff
photographs, 12
plagiarism, 182. See also copyright
police, campus, 42, 43
policies and procedures, 51, 177–178. See 

also checklists
policy committees, 28
political allegiances, 17 
political awareness, xii, xiii, xv, 60
political effectiveness, 1 

academic ceiling, 31–35
budgets, 131
contexts, library, 26–30
faculty, 36–40

www.alastore.ala.org



indeX / 199 

mission statements, 3–7
organizational structure, 21–25
perceptions of library, 8–14
political influence, 15–20
safety and security, 41–45
technology, 171

political influence, Directors, 15–20
popular fiction collections, 160
presentations, staff, 84
preservation of collections, 44
President, Provost, 13
pre-tenure reviews, 89
Print Department, 182
print, copy and scan campus contracts, 34
priorities, work

collections, 156
library needs, 75–77
professional development, 79 

privileges, staff/Directors 10–11
problem resolution, 106, 107, 108
procedures, library, 51, 177–178. See also 

checklists
Professional Associations, 84, 85–86
professional development, 78–87, 88, 166
professional standards. See standards/

guidelines
profile of library, 13, 16
Project COUNTER (Counting Online Usage 

of NeTworked Electronic Resources), 
190

project management, 95, 115,  
116–117

Provost, xv, 4
budgets, 130, 132, 133, 135
collections decisions, 155, 161
compromises, 18
definitions, xiv
Director’s accountability, 56, 58, 61
managing change, 115, 116
managing mistakes, 119
organizational chart, 22, 23, 24
personnel decisions, 67, 68, 70, 

72, 83, 89, 122–124
priorities, 77
tours of library, 13

publication by library staff, 11, 84, 85
purchasing, 130. See also budgets

Q
qualifications/additional degrees, 80, 84–85
quality, celebrating, 33
quality of service benchmarks, 188
quiet areas, 151
quitting the job, 121–125

R
rank, staff/Directors 10–11 
rationale, library, 3–7
RDA. See Resource Description and Access 

catalogues
reading for current awareness. See study 

reading
reading section of text, xvii. See also 

research literature 
records collections, 159
recruitment, 69. See also hiring new staff
reference services/collections, 139–140, 

157
relationships. See working relationships
replacement cycles, library buildings, 147
reporting, maintenance, 151
Reports, Annual, 11–12, 190
research literature, xi

academic ceiling, 35
accountability, 91
administrative work, 62–64
assessment, 192
budgets, 135–136
collections, 163–164
communication, 102–103
contexts, library, 29–30
copyright, 184–185
decision-making, 95–96
endings/transitions, 125
errors of judgment, 120
faculty, 39–40
health and well-being, 113
hiring new staff, 73–74
library buildings, 152–153 
library roles, 14 
making changes, 117
mission statements, 7
new library administrators, 54
open access to information, 179–180
organizational structures, 25
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research literature (cont.)

political influence, 20
professional development, 86–87
safety and security, 44–45
teaching roles, librarians, 143–144
technology, 174–175
tone of the workplace, 109
website/social media use, 168–169
work priorities, 77

research
faculty, 21, 57
library roles in, 8–9
for professional development, 84, 85

resigning from the job, 121–125
resolving problems, 106, 107, 108
Resource Description and Access (RDA) 

catalogues, 157–158
responsibility, 42, 117. See also 

accountability; management
retirement, staff, 122, 123
revenue, generating, 131, 162
right content in the right format, student 

needs, 156–157 
roles. See library roles; teaching students

S
sabbaticals, 85
safety and security, 41–45 
salaries, 68, 71
scan, copy and print campus contracts, 34
scheduling of meetings, 61–62
scholarly communication, 177, 182
search committees, 19, 66, 69–70. See also 

hiring new staff
security cameras, 43. See also safety and 

security
servers, computer, 174
services to the library, 32, 33
services to outside institutions, budgets, 

133–134
sharing, comparative statistics, 191
sick leave, 111, 112
signage, library buildings, 150
size of library, influence on Director’s 

 role, 57
smartphones, 166

social media, 71, 85, 165–169
social tone of the workplace, 105, 108
software, library, 57, 157, 172, 173–174
space utilization, 145–146

collections, 159
ethnographic research, 28
office space, 53, 69
services to campus departments, 35
teaching roles, librarians, 139
technology, 173

special collections, 158
spreadsheets

budgets, 131, 132
data curation, 177
software, 173–174

staff. See also administrators; Directors; 
library roles; management; new 
staff; supervisors

accountability, 57
definitions, xiv
encouragement of, 104–105
modeling behaviors, 183
outstanding, 89
presentations, 84
professional development, 78–87, 88,  

166
rank/privileges, 11
safety and security, 41–44
time budgeting, 134
turnover, xiii
well-being, 110–113

staff directories, 168
staff meetings, 94–95. See also meetings 
staff room, 106, 108–109
Standards for Distance Learning Library 

Services (ACRL), 141
standards/guidelines, xi

academic ceiling, 35
accountability, 91
administrative work, 62
assessment/performance, 191–192
budgets, 135
collections, 162
communication, 102
contexts, library, 29
copyright, 183–184
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decision-making, 95
health and well-being, 112
hiring new staff, 73
library buildings, 146, 152
library roles, 13–14
making changes, 117
mission statements, 6–7
new library administrators, 54
open access to information, 179
organizational structure, 

library/campus, 24
political influence, 19
professional development, 86
right ways to work, 79
safety and security, 44
teaching roles, librarians, 142–143
technology, 174
tone of the workplace, 109
website/social media use, 168
work priorities, 77

statistics, 188, 189–190. See also data 
collection

status, staff/Directors 10–11
strategic plans, 4, 5, 52, 75–77, 79, 88
student advisors, library buildings, 148–

149
student assessment, library roles, 9
student learning preferences, xiii 
student perceptions of library, 10
students, teaching by library staff, 9, 39, 

137–144
student workers, xiv

budgets, 133
ethnographic research, 28
introductions, 53
professional development, 80–81
safety and security, 41–42, 45
training, 9, 82

studio/workshop areas, 173
study reading, staff, 29, 81, 85–86
style guides. See in-house style guides
success, 50, 116
succession planning, new Directors, 123
supervising operations, xvi, 127

assessment, 186–192
budgets, 129–136

collections, 154–164
intellectual property, 181–185
library building, 145–153
open access to information, 176–180
teaching roles, librarians, 137–144
technology, 170–175
website/social media, 165–169

supervisors, xiii, 56 
support for the institution, Directors, 18
support for the library, faculty, 38
support service, library roles, 9 
surveys of academic libraries, 189–190. See 

also data collection
symbolic statements, new administrators, 51

T
tablets/mobile devices, 166
taglines, 12. See also mission phrases
teaching how to work, 78, 79, 80, 82
teaching students, 9, 39, 137–144
teamwork, 79, 80
technology, xiii, 9, 32, 147, 161–162, 170–

175. See also computers; Information 
Technology department

temperature, collection preservation, 44
terminology. See definitions
theft, 42
theses, student, 142
three-person introductory meetings, 52–53
timeframes

budgets, 131
maintenance, 151
making changes, 116, 117

tone of the workplace, 104–109
tours of library, staff, 13 
training, 81, 174. See also professional 

development
transitions, staff, 51, 121–125
transparency, library policies and 

procedures, 178
trends in higher education

contexts, library, 26–27 
Director awareness of, 24, 29
institutional data, 29

trust, hiring new staff, 67
turnover, staff, xiii
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U
uncertainty, endings/transitions, 124
unexpected events, 41–45
University Librarian. See Directors
unsatisfactory work, accountability, 90. See 

also assessment 
update meetings, 23–24, 61, 79

accountability, 88, 90–91
administrative work, 61
communication, 98, 101
decision-making, 93
making changes, 117
right ways to work, 79

usability research, website, 167
usage statistics, 188. See also data collection

V
vandalism, 149, 150. See also graffiti
variables, academic libraries, xii, 57
Vice-President, tours of library, 13
video conferencing, 84
virtual teaching, librarians, 139
visibility/profile of library, 13, 16

W
walking through the library, Directors, 

27–28, 51 
water damage, building contents, 42
weather-related events, 42
web analytics tools, 166. See also data 

collection

Webinars, 81, 84
website, library, 165–169, 178, 182
websites, xi

accountability, 57
copyright, 182, 183
professional development, 81

well-being, staff, 110–113
wince lists, new library administrators, 52
withdrawal from stock, 147, 156, 160, 

161–162 
work plans, 75–76, 88–89. See also 

priorities
working conditions, staff, 69, 105, 108
working from home, 69
working methods, 78, 79, 80, 82, 174
working relationships

Information Technology 
department, 170–171

respect in, 16, 93, 95, 97
technology, 173–174

workplace tone, 104–109
workshop areas, 173
written-down library procedures, 177–178. 

See also checklists
written language, staff ability, 71. See also 

in-house style guides
written reports, 81

Y
yes attitudes, 106–107
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